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1. PERFORMANCE OFDUTY: TheManagerilsability to manageandto get things done
a. Planniuftand Preparedness

1 - Got caughtby theunexpected,appearedto hecontrolledby events. Setvagueorunrealisticgoals. Used
unreasonablecriteria to setpriorities anddeadlines.Rarelyhadplan of action. Failedto focuson relevantinformation.

2 - Mostlyprepared.

3 - Consistentlyprepared.Sethighhutrealisticgoals. Usedsoundcriteria to setpriorities anddeadlines.Usedquality
toolsandprocessestodevelopactionplans. identifiedkey infonnation. Kept Selectmen,stakeholdersandcitizens
appropriatelyinfonned.

4 - Occasionaloutstandingpreparation.

X S - Consistentexceptionalpreparation.Always lookedbeyondimmediateeventsor problems. Skillfully balanced
competingdemands.Developedstrategieswith contingencyplans. Assessedall aspectsof problems,including

underlyingissuesandimpact.

Not observed.

b. Usin2 Resources

Concentratedon unproductiveactivitiesor oftenoverlookedcritical demands. Failedto usepeopleproductively.
Did notfollow up. Mismanagedinformation,moneyor time, Usedineffectivetoolsor left subordinateswithoutmeans
to accomplishtasks. Employedwastefulmethods.

2 - Mostly aneffectivemanager.

3 - Effectively manageda varietyof activitieswith availableresources.Delegated,empoweredandfollowed up. Skilled
timemanger,budgetedown andsubordinatesUtimeproductively. Ensuredsubordinateshadadequatetools,materials,
timeanddirection. Costconscious,soughtwaysto cut waste.

4 - Occasionallyunusuallyskilledmanager.

X 5 - Unusuallyskilled atbringingscareresourcesto bearon the mostcritical of competingdemands.Optimized
productivitythrougheffectivedelegation,empowerment,andfollow-up control. Foundwaysto systematicallyreduce
cost,eliminatewaster,andimproveefficiency.

Not observed.

c. ResultsfEffectiveuess

- Routinetasksaccomplishedwith difficulty. Resultsoftenlateor ofpoorquality. Work hada negativeimpacton
departmentor unit. Maintainedthestatusquo despiteopportunitiesto improve.

2 - Handlesthe routinejobs.

3 - Getsthe job donein routinesituationsandin manyunusualones. Work wastimelyandof highquality; requiredthe
sameof subordinates.Resultshadapositiveimpacton departmentor unit. Continuouslyimpiovedservicesand
organizationalelièctiveness.
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X 4 - Oftenprovidedoutstandingwork.

5 - Maintainedoptimalbalanceamongquality, quantity,andtimelinessof work. Quality of own andsubordinateswork
surpassedexpectations.Resultshada significationpositiveimpacton Town. Establishedclearlyeffective~‘stemsof
continuousimprovement.

Not observed.

d. Adaptability

- Unableto gaugeeffectivenessof workor makeadjustmentswhenneeded. Overlookedorscreenedoutnew
intbrmation. Overreactedor respondedslowlyto changein directionor environment. ineffective inambiguous,
complexorpressuredsituations.

2 - Generallyeftèctive.

3 - Receptiveto change,newinformationandtechnology.Effectively usedbenchmarksto improveperformanceand
service. Monitoredprogressandchangecourseasrequired.Effectively dealtwith pressureandambiguity. Facilitated
smoothtransitions.

X 4 - Oftenskillful,

5 - Rapidlyassessandadjustedto changingconditions,newinformationandtechnology.Very skilled at usingand
respondingto measurementindicators. Championedorganizationalimprovements.Effectivelydealt with extremely
complexsituations. Turnedpressureand ambiguityintoconstructiveforcesfor change.

Not observed.

e. ProfessionalCompetence

- Questionablecompetenceandcredibility. Expertiselackinginkey areas. Madclittle effort to growprofessionally.
Usedktowledgeaspoweragainstothersor bluffedratherthanacknowledgingignorance. Effectivenessreduceddue to
hmitedknowledgeof ownorganizationalrole or Selectmen/citizenneeds,

2 - Mostlycompetentandcredibleauthority.

3 - Competentandcredibleauthorityon Town issues. Acquiredandappliedexpertiseto assignedduties. Showed
professionalgrowth througheducation,trainingandprofessionalreading. Sharedknowledgeandinformationwith
othersclearly and simply. Understoodown organizationroleand Selectmen/citizenneeds.

4 - Oftensuperiorperformance.

X 5 - Superiorexpertise;adviceand actionsshowedgreatbreathanddepthof knowledge.Remarkablegraspof complex
issues,conceptsandsituations.Rapidlydevelopedprofessionalgrowthbeyondexpectations.Vigorously conveyed
knowledgedirectly resultingin increasedstaffproductivity. Insightfulknowledgeof own role, Selectmen/citizenneeds,
andvalueof work.

Not observed.

Comments:
Don bringsa depthof experienceto hisjob thatheappliesto everyprojectheundertakes.lie is ableto deliversuperioradvice

andis thoroughin hisresearchandpresentationsto theboard. Hehasa keensenseof what it takesto presentan issueandwill follow
throughwith anyrequestfor additionalinformationsotheBoardcanmakeinformeddecisions.lie is a leaderby examplein his
professionalapproachtoeveryissuethat theentiretown staffexhibitsas well. He doesnot leaveany stoneunturnedandis willing to learn
from anyandeven’ sourceif it benefitstheend product. Oneof Don’s majoraccomplishmentsisheis ableto orchestrateandcall uponall
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availableresourcesandfully leveragethoseresourcestosolvea problemor tacklean issue. Possibleimnprovementis to implement
suggestedemail policy to routeemailsfor responseby particulardepartment.

2. COMMUNTCATION SKILLS: ‘l’he Managerflsability to communicateina positiveandclearmanner
a. Speakingand Listenin2

- Unableto effectively articulateideasandfacts; lackedpreparation,confidenceor logic. Usesinappropriatelanguage
or rambled. Nervousor distractingmannerismsdetractedfrom message.Failedto listencarefullyorwastoo
argumentative.

2 - Generallyeftèctivein expressingideas.

3 - Effectively expressedideasandfactsin individual and groupsituations;non-verbalactionsconsistentwithspoken
message.Communicatedtopeopleat all levelstoensureunderstanding.listenedcarefully for intendedmessageas
well asspokenwords.

4 - Oftenarticulateswell.

X 5 - Clearly articulatedandpromotedideas;accomplishedspeakerin bothformalandextemporaneoussituations.Adept
at presentingcomplexor sensitiveissues.Active listener,remarkableability to listenwith openmindandidentifykey
issues.

Not observed.

h. Writin2

- Writtenmaterialfrequentlyunclear,verboseor poorly organized.Seldomproofread. Oftensubmitteddocuments
which w-asgrammaticallyincorrect,tailored to wrongaudienceor deliveredby an inappropriatemedium.

2 - Writings generallysatisfactory.

3 - Writtenmaterialclear,conciseandlogically organized. Proofreadconscientiously.Documentsgrammatically
correct,tailoredto audience,anddeliveredby anappropriatemeditun. Subordinatesmaterialreflectedsamehigh
standards.

4 - Oftenpersuasive.

X S - Clearlyandpersuasivelyexpressedcomplexor controversialmaterialdirectlycontributingtostatedobjectives.

Actively educatedsubordinatesin effectivewriting.

Not observed.

Comments:
Don is averygoodlistener, lIe focuseson theheartof thematterinbothhisoral andwrittenproducts. I-Ic is effectivein getting

hispointsacross.butdoesnotintimidatethe listener. He isfair andpresentsa balancedview. I-us written productis incisive andeffective
andheexcelsat advocacywriting tostateandfederalagencies.

~ develop,directandinfluenceotherswork
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a. Looking Out For Others

- Seldomrecognizedor respondedto needsorpeople,left outsideresourcesuntappeddespiteapparentneed.
Ignoranceof individuals capabilitiesincreasedchanceof failure. Seldomrecognizedorrewardeddeservmg
subordinates.

2 - Generallysupportiveof others.

3 - Caredforpeople. Recognizedandrespondedto their needs;referredto outsideresourcesasappropriate.
Consideredindividuals capabilitiesto maximizeopportunitiesfor success.Consistentiyrecognizedandrewarded
deservingsubordinates.

4 - Occasionallyoutstandingleader.

X 5 - Alwaysaccessible.Enhancedoverallquality of life. Actively contributedto achievingbalanceamongTown
requirements,professionalandpersonalresponsibilities. Strongadvocatefor subordinates;ensuredappropriateand
timely recognition,bothformal andinformal.

Not observed.

h. Developin! Others

- Uureasonablyrestrictedopportunitiesfor professionalgrowth,keptothersinnarrowroles anddiscouragedthe level
of risk-takingnecessaryfor learning. Lackoftimely feedbackleft subordinatesguessing.

2 - Generallyprovidedopportunitiesfor subordinatesto grow.

X 3 - Supportedandprovidedopportunitiesfor professionalgrowth. Encouragedothersto expandtheirroles,handle
importanttasksandlearnby doing. Allowedtheappropriatelevel of risk-takingnecessaryfor learningandmission
accomplishment.Providedtimely praiseandconstructivefeedback.

4 - Ofteneffectivein fosteringprofessionaldevelopment.

5 - Createdchallengingsituationswhich optimizedprofessionaldevelopmentandmaximizedopportunityfor success.
Guided.coachedandencouragedothersto reachnewlevelsof performance. Adeptly counseledothers;identified
professionalpotential,strengthsand areasfor improvement.

Not observed.

c. Directinf Others

- Showeddifficulty in directingor intluencingothers. Low or unclearwork standardsreducedproductivity. Failedto
holdsubordinatesaccountablefor shoddywork or irresponsibleactions, Unwilling todelegateauthorityto increase
efficiencyof taskaccomplishment.

2 - Oftenearnedothers’supportandcommitment.

X 3 - A leaderwho earnedothers’ supportandcommitment. Sethighwork standards;clearlyarticulatedjob requirements,
expectationsandmeasurementcriteria;heldsubordinatesaccountable,Whenappropriate,delegatedauthortiyto those
directlyresponsiblefor the task.

4 - Occasionallyinspirationalleader.

S - An inspirationalleaderwho motivatedothersto achieveresultsnotnormally attainable.Won peopleoverratherthan
imposingwill. Clearly articulatedvision; empoweredsubordinatesto set goalsand objectivesto accomplishtasks,
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Modified leadershipstylesto bestmeetchangingsituations.

Not observed.

d. Teamwork

- Usedteamsineffectivelyor at wrongtimes. Conflictsmismanagedor oftenleft unresolved,resultingin decreased
teameffectiveness.Excludedteammembersfrom vital information. Stifledgroupdiscnssionsordid notcontribute
productively. Stifledgroupdiscussionsor didnotcontributeproductively. Inhibited crossfunctionalcooperationto the
detrimentof theTown.

2 - Oftenusedteamseffectively.

3 - Skillfully usedteamsto increasestaffeffectiveness,qualityand service. Resolvedormanagedgroup conflict,
enhancedcooperation,and involved teammembersin thedecisionprocess.Valuedteamparticipant. Effectively
negotiatedwork acrossfunctionalboundariesto enhancesupportof broadermutualgoals.

4- Very skillful teambuilder.

X 5 - Insightfuluseof teamsraisedstaffproductivitybeyondexpectations.Inspiredhigh level of espritdecorps,evenin
difficult situations.Major contributorto teameflhrt. Estabhshedrelationshipsandnetworksacrossabroadrangeof
peopleandgroups,raisingaccomplishmentsof mutualgoalsto a remarkablelever.

Not observed.

e. Workplace Climate

- intolerantof individual differences,exhibiteddiscriminatorytendenciestowardothers. Toleratedor contributedto an
uncomfortableor degradingenvironment. Failedto takeresponsibilityfor own wordsand actionsandtheirimpacton
others.

2 - Generallysensitiveof others,complieswith anti-discriminationstatuesandregulations.

3 - Sensitiveto individualdifferences.Encouragedopencommunicationandrespect.Promotedanenvironmentwhich
valuesfairness,dignity, creativity, anddiverseperspectives.Took responsibilityfor ownwordsandactionsand the
impacton others.

4 - Very sensitiveto individualdifferences.

5 - Excelledatcreatinganenvironmentof fairness,candor,andrespectamongindividualsof diversebackgroundsand
positions. Optimizeduseofdifferentperspectivesandopinions.

Not observed.

Comments:
Don isa handson managerwhoseonly fault maybethat heattemptsto handieall aspectsof even’problem/issuethat is presented.

Herelieson andmaxinmizestheskeletonstaffthat hemanagesyen’well, hutneedsto allow greaterleewayfor theirprofessional
development.Heclearlyhasthe supportof hisstaffandcoachesthemto achievemaximumefficiencywith littie tono resources.Don
effectivelyusesthe teambasedapproachto achieveexcellentresults. It is importantto fosterstill greaterdiversity’ in the townstaffto
reflect thegrowingdiversity of the town demographics.Onegoodexampleis the recentelevationof EvaBowento the town clerk’s
position.

4. PERSONALOUALfl1ES: Selectedqualitiesillustrating theManager’scharacter
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a. Initiative

I - Postponedneededaction. Implementedor supportedimprovementsonly whendirectedto do so. Showedlittle
interestin careerdevelopment.Feasibleimprovementsin methodsor serviceswentunexplored.

2 - Occasionallyinitiatedimprovements.

3 - Championedimprovementthroughnewideas,methods,andpractices;self-starter. Anticipatedproblemsandtook
promptactionto avoidorresolvethem. Southopportunitiesfor own careerdevelopment.Pursuedproductivitygains
andenhancedstaffperformanceby applyingnew ideasandmethods.

X 4 - Generallypro-active.

S - Aggressivelysoughtoutadditionalresponsibility. A self-learner. Madeworthwhileideasandpracticesworkwhen
othersmight havegivenup. Extremelyinnovative. Optimizeduseofnewideasandmethodsto improvework
processes,decision-making,andservicedelivery.

Not observed.

~g!~nt

1 - Decisionsoftendisplacedpooranalysis. Failedtomakenecessarydecisions,orjumpedto conclusionswithout
consideringfacts,alternativesandimpact. Did noteffectivelyweighrisk, costand timeconsiderations,

2 - Occasionallydisplaysgoodjudgment.

3 - Demonstratedanalyticalthoughtandcommonsensein makingdecisions. Usedfacts,dataandexperienceand
considerthe impactof alternatives.Weighedrisk, costandtimeconsiderations.Madesounddecisionspromptlywith
thebestavailableinformation.

4-Oftenexhibitssuperiorjudgment.

X 5 - Combinedkeenanalyticalthoughtandinsight to makeappropriatedecisions, Focusedon thekey issuesandmost
relevantinformation,evenin complexsituations- Did theright thing at the right time. Actions indicatedawarenessof
impactand implicationsof decisionson others.

Not observed.

c. Responsibility

- Actionsdemonstratedquestionableethicsor lackof commitment. ‘I’olerated indifferenceor failed tohold
subordinatesaccountable.Allowed organizationto absorbpersonnelproblemsratherthanconfrontingthemasrequired.
Tendednotto speakup or get involved. Providedminimal support for decisionscontrary’ to hisown ideas.

2 - GenerallysupportedTown/Selectmenpolicies.

3 - Held self andsubordinatespersonallyandprofessionallyaccountable.Spokeup whennecessary,evenwhen
expressingunpopularpositions. Supportedall organizationalpoliciesanddecisionswhich mayhavebeencounterto his
own ideas. Committedtothesuccessfulachievementof Town goals.

4 - Often ableto successfullyimplementunpopulardecisions.

X S - Integrity andethicsbeyondreproach. Alwaysheldself andsubordinatesto higheststandardsof personaland
professionalaccountability. Did the right thing evenwhen it wasdifficult. Succeededinmakingevenunpopular
policiesor decisionswork. Actionsdemonstratedunwaveringcommitmentto achievementof Town goals.
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Not observed.

Comments:
Don is completelytrustworthy,areliableworkhorseanda dedicatedtown servant. I-Ic confrontsanydifficult issuein a forthright

mannerwithoutexertinganyunnecessaryinfluenceto affecttheoutcome. I-Ic showsinitiative inhow hedrawsuponall applicableissues
andresourcesto solveany issue,Hekeepson topof pressingissuesandbriefsthechairin atimely- and intelligentway. Don wasadeptat
bringingmeup to speedasa morerecentresidentof Acton withoutt-he experienceof living in town for multiple decades.Don’sjudgment
is beyondreproachandwhenhehasanyquestion,he alwaysseekslegalcounselto helpguide thosedifficult judgments.

General Comments:

Don addsimmeasurablevalueto the town andensuresthat theprocessandproductareof thehighestquality. Giventheever
demandingandgrowingrequirementsof thejob, Donmeetshis responsibilitieswith greatresults,eventhougheachyearthe staff andall
resourcesare stretchedthinner andthinner. In additionto overseeingmajorcapital improvementssothat theyare on timeandwithin their
budgets,Don helpedto shepherdavery’ difficult budgetthat wasbuffetedby erraticanddecliningstateaid, theMiddlesexretirement
systemsunexpectedincreasedcostsandlargegrowthof the town’s healthcarecosts. Thetown andstaffhelpedto implementthefirst year
of appropriationsfrom thenewly constitutedCommunityPreservationCommitteeandworkedcooperativelywith our schoolsystemsto
helpbalancethebudget. He alsohelpedoverseethe implementationof anewjoint softwareaccountingsystemthat shouldimprovethe
town’s efficiencyand ability to handlethewealthof informationnecessaryto a greatmany servicesthetownprovides. Hehas
accomplishedall this with greataplombandwithout rancor. Thetown iswell servedby Don andhisstrongleadershipskills.

Recommendation:

Contractextension

% raise

S bonus

Submittedby:__________________________________ Date: __________

ImmediatePastChairperson
WalterM. Foster

Approved(asmodified)by the Boardof Selectmen Date: _________

Chairperson
F. DoreHtmnter
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